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Personal Work Profile 
Ennployee Name: John Smith 
Job Title: Editor (Intermediate) 

Manager Name: Bob Jones 
Date Last Modified: 5/23/2000 
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1 41: Vendor/Consultant Management 


5% 


5 1 Collaborates with vendors/consultants. 




5 2 Coordinates vendor/consultant services. 




|(^ 81: Corporate Communications 


|15%1 


^ ^ Assists in creating, designing and publishing company 
communications. 


111: Employee Communications 


1|80%| 



Assists in creating, designing and publishing in-house 
communications. 

Coordinates distribution of company's in-house newsletter. 
Recmits and selects correspondents for articles from various 
departments. 
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It's time to create your Personal Work Profile 

It's easy. All you do is pick from a list. 

Creating your Personal Work Profile doesn't require any writing. Pick all your 
Work Activities from the built-in Directory. The Directory contains hundreds 
and hundreds of choices, in a searchable database. 

To make this task even easier, we've already created hundreds of job 
templates to help you get you started. You can quickly edit a job template in 
any way you like, removing or adding Work Activities as you see fit, to tailor 



the template to you. 

If you can't find an appropriate job template, you can create your Personal 
Work Profile from scratch. 

Whenever possible you should choose a job template instead of creating a 
Personal Work Profile from scratch. 
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Search the Directory 
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^^Information Technology 
ES^Legal 
'^^^Marketing 
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^Strateg ic Planning 
'^J^reasury 



I Search by Key Word | l 



Be sure to enter a key word before 
clicking the search button. 
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^ Establishes strategic direction and priorities. 

710 leadership to the strategic planning 
process. 
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Accounting Operations 
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Codes'invoices and vouchers. 
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Posts entries to the General Ledger. 
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IT - Design and Development 
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Supervises systems design, development 
and implementation. 
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Translates business needs into long-term 
system architecture solutions. 
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IT - Testing and Installation 
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Tests and 'documents changes made to 
applications. 
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Sales Management 
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Develops sales strategies. 


Has Employee Mastered Activity?^ 
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Establishes sales goals/objectives. 


Has Employee Mastered Activity?^ 
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